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Customer Invoice in $Dollars for Billing period chosen for your respective agency authorization by Department, by Service 
type. 
 
1. Open Reports Main Menu 
and go click on All Reports 
Tab.  

Click   
  

 
2. Click on the blue 
highlighted link :  Customer 
Invoice, to open. 
 

 
 
 
 

3. Report Profile 
Shows Report Name and 
Description. 
 
Notice that Outputs for this 
report shows NO DATA 
FOUND. This means that 
there were no previous 
outputs run and saved for 
this Report. 
 
 

Now click  which 
will  open the Report 
Parameters pop-up box. 
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4. Report Parameters. 
Key in an Output Name. This 
will be the name shown in 
the Output Name list, but 
NOT on the report itself. 
Suggest that you use Month 
and Date for Billing Period. 
 
 

 

 
  

5. Select Bill Run from the 
dropdown list. 
 
Select User: Your agency# 
will be listed in the 
dropdown list. 
  
 
 

Now click  
 

 

 
 
 

Notify by Email Check box. If 
Box is checked, Email will be 
sent to you telling you that 
Report is finished. 
 

 
5a.  
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6. Run command opens Pop-
up box showing that report 
is processing.  
Close this window.  
 
Please note: Some invoices 
can take several minutes to 
generate. 

 

 
 

7. Invoice Report is by 
Agency by Department by 
Service type. 
 
00510-191000 is the first 
Department. All sums are in 
$. 
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8. For anyone in your agency 
with access, to quickly view 
this invoice in the future 
(without generating it), click 
on  All Reports Tab. 

 
9. Now click on the blue link, 
Customer Invoice. 

 
 
 

10. This opens the Report 
Profile. 
 
Scroll down to Outputs. 
These are the output(s) 
already run (and saved) for 
this report.  If you need the 
April invoice, you can simply 
click on the blue highlighted 
link, Output Name, to open 
the report output. 
 
 

 
 


